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Position

Contract

Salary

Working hours

Reporting to 

Working with

Location 

Holiday entitlement 

Application deadline

Key details

Finance Officer

Permanent

£24,000 fte per annum/ £9,600 per annum
for 2 days per week

14hrs per week

Director

General Manager and Stakeholders

Leicester Print Workshop, LE1 1QG, can
accommodate some home working

33 days per annum (pro rata)

Monday 14th February 5pm. 

Interviews: Thursday 24th February

www.leicesterprintworkshop.com



Leicester Print Workshop (LPW) is the regional centre of excellence for
fine art printmaking. It promotes, sustains and advances fine art
printmaking as a contemporary art form, a craft and a skill. It develops
and enhances artistic talent, supports learning and education, and
makes a significant contribution to contemporary visual arts in the
Midlands, the UK and internationally. It is the largest, best equipped and
most accessible print studio in the Midlands, attracting artist members
from over a 100-mile radius. Uniquely, it provides support from
experienced technicians during all opening hours, and is the largest
regularly funded Arts Council England print studio to offer access to non-

members.
 

Leicester Print Workshop was first established in 1986 and became a
registered charity in 1993. In 2015 it moved to its new RIBA award-

winning building situated in Leicester's Cultural Quarter, where alongside
the studio space, it benefits from a gallery, shop, education space,

framing room and 9 permanent artist studios. Leicester Print Workshop is
an Arts Council National Portfolio Organisation (NPO) and the host
organisation of the Contemporary Visual Arts Network for the East
Midlands (CVAN EM) – a regional network dedicated and committed to
contributing to flourishing visual arts habitat in the East Midlands as part
of a broader national initiative.

Leicester Print Workshop



Studio Membership 
Leicester Print Workshop is home to around 200 artist members.
Members pay annual subscriptions to access the fully equipped studio
during its opening hours, normally Tuesday – Saturday, 10am – 5pm and
late night opening on Wednesday's until 8. The studio is staffed by expert
technicians and is set up for Screenprinting onto paper and textiles;
Intaglio processes including Drypoint, Etching, Engraving; Relief
processes including Letterpress, Lino, Woodcut; Stone and Photoplate
Lithography; Monoprint and Collagraph. 

 

Following an induction, membership is open to artists and printmakers
of any ability. Many artists use the facilities and expert support to develop
their own professional practice and create new work for exhibition and
sale. Members receive benefits such as a lower hourly rate to use the
Studio resources, exclusive opportunities to show new work,

opportunities to take part in LPW and its partner’s projects, as well as
discounts on courses and materials.

What we do

Courses and Education Programme
Annually, Leicester Print Workshop delivers around 85 specialist
printmaking and professional development courses, led by over 30
different tutors. Courses cover a range of practices, with titles such as
‘Introduction to Print’, ‘The Complete Linocutter’, ‘Woodblock Weekend’

and ‘Complementing Design: Colour & Composition’.

Some are delivered in-house by the LPW team, and others call on the
skills and expertise of printmakers across the country. Courses vary in
length and can run for an evening, one day, a weekend, or over a period
of several months. Many courses are suitable for complete beginners and
new learners, others are designed for those looking to refresh skills or
develop existing ones.

LPW has developed a series of online courses to complement its offer. These
are designed in collaboration with artists and tutors and aim to provide
fresh opportunities for engagement with the studio and its expertise.



Public Programme
Leicester Print Workshop hosts a regular programme of exhibitions
curated in-house and through partnership with artists and cultural
organisations. This public programme provides free access to
international artists and artwork, and an associated programme of talks
and workshops. Alongside Members' shows, the annual Small Print
International and P2P (Passion2Print), exhibiting artists have included
Barrie Tullett, Jane Sunbeam, Roy Bizley, Dominica Harrison, Evelyn Gibbs
and Nína Óskarsdóttir. 
 

Annually it plans and delivers the Leicester Print Festival and Leicester
Print Fair, which went online for 2020 via its new platform
www.makeprints.co.uk. The programme regularly includes taster
sessions, demonstrations, workshops, studio tours, artist talks and
exhibitions. A Virtual Print Fair hosted stalls from over 20 of the UK’s most
exciting printmakers, and sold work to buyers across the globe.

Some courses and educational programmes can be delivered off-site and
are designed to reach and engage new audiences or produce themed
content and artwork. LPW has strong relationships with schools and
colleges across the Midlands and works with teachers and educators to
create projects and programmes that develop and enhance skills for
learners of all ages. It is an active member of Leicester’s Cultural
Education Partnership (CEP), The City Classroom.

Small Print International (Cheeto Tweeto by Kay Campbell; Dinard 1933 by Anne Lee;

Business as Usual by Peter Rapp)



Studio Holders
Leicester Print Workshop is home to 9 permanent Artist Studios, located
on it’s upper floor. Studio tenants have 24hr access to their space, which
is generally their main base for the development and creation of artwork.

Studio Holders are strong advocates for LPW and the wider visual arts
sector, and include printmaking sculptors, painters, and animators. 

CVAN East Midlands 
CVAN EM is the Contemporary Visual Arts Network for the East Midlands,
established to contribute to a flourishing visual arts habitat in the region,

as part of broader national initiative. LPW is CVAN EM’s host organisation
and as such is responsible for supporting the delivery of its activities, its
strategic responsibilities, the monitoring of its finances and budgets, and
being its champion to funders and stakeholders. CVAN EM has its own
Coordinator (employed by LPW) and its own Chair and Steering Group of
artists, academics and cultural organisations.

Projects and Partnerships
LPW has a long history of working strategically both locally and nationally
with communities, festivals, networks, schools, colleges and universities
to introduce printmaking to new audiences. It supports institutes such as
the Stephen Lawrence Research Centre to extend its artistic outputs,
events like Journeys Festival International to offer new opportunities to
refugee and asylum artists, and is currently leading on the development
of a new National Print Network.



LPW is seeking to appoint an enthusiastic, flexible, highly motivated and
experienced Finance Officer to join our team.

As the Finance Officer you will be responsible for carrying out a broad
range of tasks to ensure LPW’s financial operations are effective, efficient
and accurate. Due to the ongoing COVID19 pandemic and in accordance
with government guidelines, flexible home working arrangements will be
made available.

The Finance Officer has responsibility for accounting duties as a vital part
of Leicester Print Workshop’s finance function, and provides support to
the Director in the operational financial management of the
organisation. Our Finance Officer is responsible for overseeing the day to
day accounting and financial management of LPW and preparing and
analysing information relating to financial planning. The finance officer
will work collaboratively with the Director and budget holders in order to
produce quarterly management accounts; reporting on the financial
performance to the team and Board; and ensuring that all payments and
invoices are lodged and processed accurately. 

Main Responsibilities of the post:

Role & Responsibilities

To have overall responsibility for managing the sales, purchase and
bank ledgers for LPW
Contribute to quarterly management accounts
Prepare and maintain cashflow forecasts
Responsibility for ensuring the correct recording of expenditure to
comply with the requirements of the HMRC Museums and Galleries
Exhibitions Tax Relief
For sales ledger, to raise and post sales invoices as required, including
close liaison with internal departments to ensure correct coding;

distribution / delivery of sales invoices as required; credit control in
conjunction with relevant stakeholders; filing and general sales ledger
administration according to organisational procedure

Accounting and Ledger Management



For purchase ledger, to post invoices as received and maintain
systems, including close liaison with internal departments to ensure
correct coding; management of weekly payment runs, liaison with
suppliers, preparation of BACS reports and correct posting of bank
transfer; filing and general purchase ledger administration according
to organisational procedure
Management of other forms of income and expenditure activity,

including petty cash and other expenses 
Collation of monthly payroll data to support the accountant to ensure
that all HR administration for the monthly leave process is timely,

accurate and up-to-date. 

Processing of monthly payroll on in-house system 

Management of pension scheme contributions 
Support the Director to ensure that LPW is aware of its financial
accountability to its stakeholders and that all relationships are
managed, monitored and considered in the financial development of
LPW
Providing an additional external interface with banks, auditors,
pension funds, investment managers, consultants and charity finance
specialists
Completion and submission of Annual Returns for Charity
Commission and Companies House 

Assisting with the financial aspects of grant applications
Assisting with financial aspects of contract negotiations
Assisting with financial aspects of project proposals
Other accounting duties as required

Arrange and manage the current utility contracts
Administer payments made on Shopify and PayPal
Ensure all administrative requirements of accounting duties are met,
including filing, rotation and disposal of financial documents
according to agreed procedures 
Manage departmental archiving and file management to ensure
departmental compliance with audit recommendations

Administration



Person Specification 

At least 3 years’ experience working in a financial department in a
similar role
Excellent bookkeeping and accounting skills 
Excellent administrative and organisational skills with strong
attention to detail  
Proven ability to work under pressure and methodically on a variety of
tasks 
Excellent verbal and written communication skills 
Strong IT skills 
Previous track record of using Sage Line 50 or similar accounting
software.

A commitment to social justice, accessibility and inclusive practices

Qualified to AAT level or other equivalent accounting qualification 

Knowledge of and interest in printmaking and contemporary visual
arts
Experience of Creative Sector Tax Reliefs 

The ideal candidate should be able to demonstrate the following:

Desirable:

How to apply

Your cover letter should outline what interests you about this
opportunity and what you would bring to the role
An up-to-date CV demonstrating relevant experience to date,

maximum 2 pages.

Please submit a cover letter and CV as a single PDF with “Finance
Officer” in the subject line to: Sadie Young, LPW’s Director;
s.young@leicesterprintworkshop.com

The deadline for applications is Monday 14th February

Interviews: Thursday 24th February


